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Introduction

Welcome to Pay.gov, the Alcohol and Tobacco Tax and Trade Bureau’s (TTB’s) System
for electronic form filing and payment of excise taxes.

What Does This Guide Cover?

This guide shows you how to:
e Log into the Pay.gov system;
e Navigate the Pay.gov system;

For information about using this system and how to obtain technical support, please visit
the pay.gov web site: http://www.ttb.gov/epayment.htm.

What Does This Guide Not Cover?

This guide does not contain information regarding enrollment. For enrollment
information, please go to http://www.ttb.gov/epayment/gettingstarted.htm. Also, the
guide does not contain all the specific instructions for completing each form. If you have
any questions about completing or filing any form, contact your TTB Specialist at (513)
684-3334 or toll free at 1-877-882-3277. All of the applicable forms can be viewed or
printed at http://www.ttb.gov/forms/index.htm.

For information regarding other Pay.gov functions and forms, please refer to separate
User Guides, including:
- TTB Pay.gov Excise Tax Return and Payment Electronic Submission
User Guide
- TTB Pay.gov Report — Manufacturer of Tobacco Products or Cigarette
Papers and Tubes Electronic Submission User Guide
- TTB Pay.gov Brewer’s Report of Operations Electronic Submission
User Guide
- TTB Pay.gov Brewpub Report of Operations Electronic Submission
User Guide
- TTB Pay.gov DSP Monthly Report of Storage Operations Electronic
Submission User Guide
- TTB Pay.gov Report of Wine Premises Operations Electronic
Submission User Guide

How Do I Access Pay.gov?

If you have problems accessing Pay.gov, including password or connection problems,
please contact Pay.gov Support at 1-877-807-4135 or pay.gov(@dal.frb.org.
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Follow these steps to log into the Pay.gov system (Please note that there may some wait
time in between pages):

1. Open your web browser (Internet Explorer 6.0 — recommended, Internet Explorer 5.5
or higher and Netscape 4.2 or higher are supported).

2. Type in the following URL: http://www.ttb.gov/epayment.htm. Then click on
Connect to Pay.gov. The following screen appears:

2} Pay.Gov - Home - Microsoft Internet Explorer =1

J File Edit View Favorites Tools Help ‘-
| ¢Back » 5 - @D [A &| DSeach GFavoies (HHistoy | G- S - 5] D

Addless I@ https: //qa.pay. gov/paygow/ j ﬁﬁu H Links **
, g FINANCIAL MANAGEMENT SERVICE

United Stot portment of the Treasury

Enrolled User Login:
E % User Name;
) mattcahilll
SERVICES FOR YOU Password:

Welcome to Pay.gov, a Government-wide transaction portal
sponsored by the Financial Management Service (FMS) of

the United States Department of the Treasury, Pay.gov
offers a suite of on-line electronic financial services that
Federal agencies can use to meet their responsibilities toward
the public., There are four cormerstones to Pay.gov's services:

© Collections
End users authorize electronic transaction funds transfers
over the Internet that will be settled through a number of
methods (ACH, Credit Card, or Fedwire),

© Forms acceptance and direct billing
asccepting agency forms submitted by end-users over the
Internet and presenting agency bills to end-users over the
Internet,

© Real time Identification Yerification
Establishing that the end-user is who or what the end-user
claims to be (authentication), along with what an end-user
may do (autharization),

Reporting

i
S
hhhhhhhhhhh ssing, and providing on-lins finanisl % AGENCY PARTNERSHIPS = =l

Malntamlng prn:esslng and providing on-line financial
] [ [2) [ ntemet

i3l Start H & [ = |J &) Inbiok - Miciosaft Outlock. || Pay.Gov - Home - Mi...  {IC:\Documents and Settin | B TTE PaylGiow Access & U | YL =ed 904aM

Place the cursor in the USERNAME box and type in your username.
Press the tab key.

Type in your password.

Click the Login button.

The following screen appears:

NownkEw
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43 Pay.Gov - User Center - Microsoft Intemet Explorer =81x
[[ Fie Edt View Favartes Tools Hep ‘
e Back ~ = - @ [#] & | @Seach GFavoites sy | B S W - 5] 9
Adshess [@] hitps-/qa.pay. govpaygovHogin himljsessionid=490aq po7 CABP2YE behE gZPhgok NKAKK Gi T FrvH TimelGudFA G 4IBS8 4681 54INONE =] @Ba | Liks >

welcome, jenny. ‘our connection to Pay.gov ends after 30 minutes of server inactivity. | Request more time,

%‘7 User Center
{‘gm! Bils | Forms | Payments | Reports

[User Center |

Welcome, jenny. You are currently logged in.
\Welcome to Pay.Gov

Bills

« Bills Surmmary
e Pending Bills
« Scheduled Bills

s Completed Bills

Forms

e My Forms List
* Saved and Submitted Forms List
e Search Forms

Payments
+ Payments
Reports
« Reports
B
&] [ & [ inener
Hston]| o] & (&) B || [linbor - Micmsott 0 [[E]Pap. Go - User... uCDocumentsand | 8118 Paytiow Acce. | RYLJ s a06am

8. You are now logged into the Pay.gov User Center. The session is secure at this point.

How Do I Change or Reset My Password?

Changing or Resetting Your Password:

(NOTE: Once you enroll in TTB’s Pay.gov program, you will be given a username and
initial password. You will then be asked to change your password. )

1. Go to the TTB - Pay.gov site: http://www.ttb.gov/epayment.htm

2. At this link, click on Connect To Pay.gov. The User Login screen will then be
displayed.

3. Enter your username and password (which are case sensitive) in the specified fields
and click on Login.

4. Once you are in, select My Account and then select Change Password.

5. On the following screen, please enter your old password and your new password
twice. After you enter the information, click on Change Password.

Note: Your password must be at least eight characters long and it must contain both
letters and numbers.
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How Do I Create/Update a User Profile?

1. Under USER CENTER, click on My Account. The following screen appears:

€.

3 Pay vy - Edil User Prohle - Microzoll Intemet Explover =181

Fie Edl Vew Favodles Took Hep [ 5 ]
ek = = - (D (3] | DSewch [GiFovcites (FHuoy e L B - o 2

Aot @] bt 4ym pup gere e ol bl x| 6o | |Liks

Y \ser Conter Suction 508 Policy

welcome, jenny.

Your connection 1o Pay.gov ends after 30 minutes of server nactivity, | Request mors gme

Account r
Management Edit Usar Profile | Change Password

[Edit User Profile |

Fequired Fields are marked with an astarisk*

Name : jenny | timon
Login name : MattCahilll
agency ]

Cradit Card Type: |— -
Cradit Card Number:
Card Expiration Date[— 2] [ -
(men/yyyy):
Frmail b ridrace [k CaniIETTR Tran: =

@] Dore 5 ' Irismet

Msta| | 71 B ([ > [ bt - Mot 0. | [ Pap. Gove - B |_dC\Dhocuaments ard. | BE] 118 Payfior cce..| (=] A T

Complete this screen and/or carefully review this screen for accuracy.
Information from your User Profile will be used to populate corresponding
fields on each of your forms. If you do not complete this information
accurately, it will not be accurate when you submit the forms to TTB.
Verify that your name is accurate, as it will appear in the signature block
of all of your forms. Your name should be approved for signature
authority on file with TTB for your company.

Complete your business address as it appears on your current
permit/registration. If you have more than one location, leave the address
information for your business blank, so that you can fill it in on each form.
IF THE CURRENT INFORMATION ON YOUR
PERMIT/REGISTRATION IS NOT CORRECT, YOU MUST
CONTACT YOUR TTB SPECIALIST AT (513) 684-3334 OR TOLL
FREE AT 1-877-882-3277 IMMEDIATELY.

All taxpayers using Pay.gov to pay excise taxes electronically via ACH
should have their account information completed in the non-required
fields.

Click the Save button.

How Do I Complete a New Form?

1. From the USER CENTER SCREEN, click on My Forms under the Forms Listing.
2. The following screen should appear:
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3 Pay_Goy - My Forms - Microsoft Internet Explorer _|ﬂ|5|
J File Edit ‘“iew Favoites Took Help ‘-
J < Back - = - @ a3 | @!Bealch [ Favorites ®Histo|y ‘ %v =) - E @
JAddreSs I@ https: #/#qa.pay.gov/paygatorms/myFarms. kil j @ Go “ Lirks *
V User Center Sect icy nt Logout
Bils | Forms | Payments | Reports
Welcome, jenny. Your connection to Pay.gov ends after 30 minutes of server inactivity, | Reguest more time.
Forms I My Forms ” Saved and Submitted Forms H Search Forms
My Forms |List w1y Farms' and Public
Forms
[My Forms |
Agency
Form OMB Control
Agency control e Form Name Description Actions
Number
(Al v
ATFBUREAL ATF F 5210.5 1513-0033 Repart - Manufacturer of  Report - Manufacturer of Tobacco
Tobacco Products or Products or Cigarette Papers and Tubes
Cigarette Papers and Tubes
ATFBUREAL ATF F 5130.9 1512-0052 Brewers Repart of Brewers Report of Operations & |
Operations
ATFBUREAL ATF F 1512-0052 Brewpub Report of Brewpub Report of Operations & 8"
5130.26 Operations
ATFBUREAL ATFF 1512-0192 Monthly Repart of Storage  Monthly Report of Storage Operations & |
£110.11 Operations
ATFBUREAL ATF F 1512-0216 Report of Wine Premises Required monthly reporting by wine # '
i C170 17 Mmaratinns nradiicers tn rennrt their monthle _|L|
1 ¥
&1 Dane ’_’—é_|' Internet

star]|| 1 & [2) >

J Inbox - Microsoft 0. I@Pay,ﬁnv - My F.__ ‘= C:ADocuments and | TTB PayGov Acce. I |@E 5(}]&@'& 9:23 &M

3. Carefully review the list of form names and determine which form you need to
complete.

4. Click on the Agency Form Control Number of the form you need to complete.

To complete and submit the form, select the appropriate form below.

Excise Tax Return — TTB F 5000.24 (Alcohol and Tobacco)

Report — Manufacturer of Tobacco Products or Cigarette Papers and Tubes — TTB F

5210.5

Brewer’s Report of Operations — TTB F 5130.9

Brewpub Report of Operations (you may only use this form if you produce less than

5000 bbls and you do not bottle or keg beer) — TTB F 5130.26

DSP Monthly Report of Storage Operations — TTB F 5110.11

Report of Wine Premises Operations — TTB 5120.17

hd
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